Common Documentation Tasks for All Settings
(Out of Home Placements and Services)

Documenting a Person's Demographics

Accurate documentation of a child's demographic information is critical to successful
documentation of an Out of Home Placement or Service. This page pulls Adoption and
Foster Care (AFCARS) reporting data as well as ties parent to child, which allows
pertinent demographic information to populate into legal templates. Most specifically, a
child must have his or her date of birth, gender, and mother/father documented before an

Out of Home Placement can be completed in the system.

A eWiSACWIS - Windows Internet Explorer provided by DHES - State of Wisconsin

c WiSACWI

Create  Maintain  Utlities  Adoption Search  Help

Caitlin Cake's Desktop

v Date Restricted [ Participant Wiew [ Wiew Mot ApprovediCancelled

h Ticklers

¥ Cases (156
() Abby, Angel (92212467 Actions
Pre-Adoptive Child  10/28/2004 Cake, Caitlin Milwaukee-Admin 111 Penntown R | Baraboo, YW 53913
) Abby AR (20273% Restricted Case Actions
CPS Family - Inftial &Assessment & 0 05012000 Daizy, Dan Milvaukee-Admin 111 Penntown Rd | Baraboo, W1 53913
[} Abby Jane (9221371%  Actions
Pre-Adoptive Child 111272004 Cake, Cailin Mikwaukee-Admin
[ ) Adopted, Ay 92211283 Actions
Adoptive Home 0702752004 Cake, Caitlin Milvwaukee-Ldmin FSL: Low
[ Agate, Annie (202723 Actions
CPS Faum hit rt 05012000 Dietz, Dan Milvwaukee-Adimin 2415 Wilzon Street | Madizon, Wi 53701 FSL: Lo
[ alledSlickto Maintain Case |\ 4iong
CPS Family - Inftial Azsessmert 12102001 Fox, Frank  Miksvaukee-2dmin 11 Southern Way | Madison, W1 53702 FSL: Low
[} Altrman, Simon (93300033 Actions
CPS Family - Initial &Assessment 12102000 Door, Diane (Supervizor)  Milvwaukes-Adming 33 Marion Ave. |, Madison, W1 23705

Desktop

Step 1 of 4
e From the eWiSACWIS desktop, click on the case expando.
e Click on the appropriate case name to launch the Maintain Case page.
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2 Maintain Case

cWiSACWIS print (&

Case
LastProvider: IAgate Mumber: 20272 Status: Open

First: IAnnie Initial: I Open Date; 05001 ,/2000

Participants s

Basic
Case Type: | CPS Fatnily - Inttial As=essment hd | [T Restricted Case

County: |Milwaukee V| SiteRedion: |Milwaukee-Admin w -2 Region:
Mumber of Houzehald Members: I CARES Casze Number: I County Case Mumber: I

Participants
Mame Hshid Status DOB Gender Relationship Legal FPrg
Adate, Alfred u Active  0B/234999 Male |Eliological Child v| Mone I Defctivate Rernove ©
Adate, Alfred b Active 014012002 Female |Eliological Child v| Mone M Defctivate Rernowe —
Adate, Alice u Active  03/26/2006 Female |Eliological Child v| Mone I DeActivate Eemove
Agate, AClick ko Edit Person Active  03M1M965 Female | Reference Person b4 | Mone M DeActivate Eemove
Options: | a| Go
@ Dane é @ Trusted sites

Maintain Case Page

Step2of4

e On the Maintain Case page, click on the child’s name whose date of birth, gender,
and mother/father will need to be documented. This will launch the Person
Management page for that child.
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2 Person Management *Agate, Alice * ID:20988 -- Webpage Dialog

c WiSACWIS

Parent Info Additional Education Ch
-~
Name —
D: 20888  Prefi: First Name: [Alice me | Last Name: [Agate suffic | @
Basic
Gender: US Citizen Status: U.5. Citizen ~ County Perzon ID: I
Birth Date: 03/26/2008 Citizenzhip Verification: | Birth Certificate v| S5NM: 123-45-8735

Commitrent#: - Birth Place: II'-'Iadisun, Wil Death Date: IDU‘IUDIDI}DD
Wizconsin Resident: | Yes ' Identity: v| HSRS ID: I

Religion: L |F.|arita| Status: Single Female L | MCIID:
Primary Language: Englizh hd ™ Interpreter Reguired

RacelEthnicity/Tribal Identification

Race: | White * | Ethnicity: Caucasian w Hispanic/Latino: No

Race: * | Indian Tribe: b Indian Tribe 2: v|
Race: Clan: Clan 2:

Race: Status: | w | Status 2: | W |

Race: Trikal Membership # I Trikal Membership # 2 I |

Adoption Information

Child was previously Adopted: Type of Adoption: Details

Age Adopted: Pre-Adoptive

Relationship to Child: I™ child Receives wi

Adnntinn Acziztancs :

Close

Person Management Page > Basic Tab

Step 30f 4
e On the Basic tab of the Person Management page, complete the child’s Gender, Birth
Date, SSN, Race and Ethnicity fields.
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2 Person Management *Agate, Alice * ID:20988 -- Webpage Dialog

s, v €, L g
cWiSACWIS m et (& spelcheck
Parent Info Additional Address Education Characteristics | Medical/Mental Health
Person Information
Child's Mother: Annie Agate Search Edit Remove Child's Father: Arthur Agate Search Edit Remove
Spouse: |Arthur Agate Spouse; |Alioe Agate
Type: Type: | Adjudicated % | pa Number: |
Current Marital Status: Current Marital Status:
Mother Married at Child's Birth: Father Married at Child’s Birth:
™ Mother TPR ™ Father TPR
Current Relationship of Parentz to Each Other:
Child's Guardian {1): Search Child's Guardian (2): Search ] Relinquishment Case
Adoption Referral
Birth Mother Birth Father
SocialMentalPhysical Conditions: Social'Mental/Physical Conditions:
Add/Edit Add/Edit

Person Management Page > Parent Info Tab

Step 4 of 4

e From the Person Management page, select the Parent Info tab.

o Click the Search hyperlink next to Child’s Mother and/or Child’s Father to launch the
Search page and search for the appropriate person.

e From the Search page, select the radio button next to the person you want to use and
click Continue, this will return you to the Parent Info tab and (depending on which
hyperlink you selected) will populate the person you selected into the Child’s Mother
or Child’s Father field.

Click Save and then click Close on the Person Management page.
Click Close on the Maintain Case page.

Note: Completing the information above will ensure the CFS-2123T form (created
during the completion of the child's Title I\V-E Determination record) pre-fills
correctly.
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Adding Service Types to Create an Out of Home Placement or Service

Before an Out of Home Placement or Service can be documented, it is critical to first
attach the appropriate service type to the provider record.

= eWiSACWIS - Windows Internet Explorer

c WiSACWIS

Create  Maintain -~ Utilities  Adoption Search Help

Richard J. Worker's Desktop
[v Date Restricted [ ParicipantView [ View Mot Approved/Cancelled

b Ticklers
h Cases (3)

& Providers (1)

@ Provider Frankie (20170) Actions
Kinzhip Care Home 07/28/2000 DefaultWorker, Manitowoc (Supervizor) Milwaukee Des: Miwaukes Licensze Status: Closed

h Warkers

h Approvals
h Access Reports

h Home Inquiries

Desktop

Step 1 of 4

e From your eWiSACWIS desktop, click on the provider expando.

o Click on the appropriate provider name for the provider in which you will be creating
the Out of Home Placement or Service. This will open either the Home Provider page
or the Private Provider page.
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/= Home Provider,

cWiSACWIS

Basic
Name: Frankie Provider (20170} Open Date: 07/28/22000 Type: | Kinzhip Care Home L | Status:  Open
Lcns. Type: | Mot Licensed v| Lens. Agency:INDT Licensed I~ Restricted Provider

Home Members Charac

Provider Preferences Provider Details 2
Max # of Placements Preferred: |4— Total Bed Capacity: |4
Males Preferred: I‘i— Male Female Total
Females Preferred: |4— Capacity: I_ I_ I_
AgE: From: ID_ TD:Im_ Placements: I I IL
Reservations: |I |I |I
Wacancies: I 3 I IL

Service Specifics

 AllCountes % Edit Unlicensed Services b
Active Unlicensed Services

Category Type |Click ta Edit Unlicensed Servicesh

=

¥

Jpone o Trusted sites dg v Wars o~ 2

Home Provider Page > Services Tab

Step 2 of 4

e To attach unlicensed services to a home provider, click on the Services tab.

¢ In the Service Specifics group box, click on the Edit Unlicensed Services hyperlink.

Note: All services types except foster home are identified as unlicensed services. To add
licensed services to foster homes, contact your foster care coordinator.
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{= Private Provider - Windows Internet Explorer

cWiSACWIS Print (@  SpellCheck(/  Help (2

Basic
Name: ABC Shelter (9221489) Open Date: /082008  Type: | Group Home v| Status: Open
Lecne. Type: | Licensed by State of Wi v| Lcne. Agency: |LiDBFISiI'Ig Agency [~ Restricted Provider

Provider

Provider Preferences Provider Details

Max # of Placements Preferred: Total Bed Capacity; |8

Males Preferred:

il

Wale Female Total
Females Preferred: Capacity: I I I":
Age: From [0 TofTT | o ements: | | I
Reservations: I I I I 0
Vacancies: I 4 I I-'-

Active Services

ety EdiSenices

LEEIET 5E [Click to Edit Unlicensed Services |
|Dore o Trusted sites gy v mow v

Private Provider Page > Services Tab

Step 30f4

e To attach unlicensed services to a private provider, click on the Services tab.
e Inthe Active Services group box, click on the Edit Services hyperlink.
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& Edit Unlicensed Services — Webpage Dialog

cWiSACWIS

Provider Mame: Provider, Frankie (20170} Total Bed Capacity: 10 County: Milwaukee
Unlicensed Services
Category Type Status
& | Kinghip - Court Ordered + | Kinghip Care-Court Ordered w | Active w Delete

Edit Unlicensed Services Page

Step 4 of 4

Click the Insert button.

Select the Category, Type, and update the Status from Inactive to Active.
Click Save and then Close on the Edit Unlicensed Services page.

Return to the Home Provider or Private Provider page and click Close.
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Creating the I1V-E Eligibility Record in eWiSACWIS

Note: Complete the appropriate (initial removal from home) Out of Home Placement.
Upon final approval of the Out of Home Placement, e WiSACWIS will
automatically and immediately generate an Eligibility icon and associated Title
IV-E Eligibility Determination line for the child and also send the referral to the
Eligibility Unit.

<A eMHSACWIS - Windows Internet Explorer provided by DHFS - State of Wisconsin

c WiSACWI

Create Mantain  Utliiez  Adophion Search Help

Caitlin Cake's Desktop

[~ Date Restricted [~ Padicipantview [~ Wiew Mot Approved/Cancelled
b Ticklers

9 Caszes (156)
() Abby, Angel (92212463 Actions
Pre-Adoptive Child  10025/2004 Cake, Caitlin - Milvwaukee-Admin 111 Penntown Rd | Baraboo, Wi 53913
() Abby, A (20273% Recticted Case  Actions
CPS Family - Initial &zsessment & JJ 05012000 Daisy, Dan Milwaukee-Admin 111 Penntown Rd | Baraboo, W1 53913
() Abby, Jane (93212713 Actions
Pre-Adoptive Child 114 272004 Cake, Caitlin - Milvwaukee-Admin
[[7) Anate, Annie { 202727 Actions

CPS Family - Initial &Azsessmert 03012000 Dietz, Dan Milwaukee-Admin . 2415 Wilson Street | Madison, Wi153701  FSL Low
B pccess Reports

g Administration

EE Assessment

&8 Assets and Income

i Assignment

» Eligibility
¥ Title IV-E Eligibility Deterrnination  0801:2008  Agate Alfred
¥ Title IV-E Eligibility Determination 08012009 Agate, Alice

ETrustAccnunt—General Agate, Alfred  Milwaukese
ETrustAccnunt—General Agate, Alice  Milwaukee

[] File Cahinet

finl] Legal
JJZOngning Services
F Payment

B Placements

Desktop > Eligibility Icon

Step 1 of 2

e From your eWiSACWIS desktop, click on the case folder icon for the case in which
you’ve just created the (initial removal from home) Out of Home Placement.

e Click on the Eligibility icon to expand it and then click on the Title IV-E Eligibility

Determination line for the child you have just placed. This will open the Eligibility
page for that child.
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2} Eligibility

cWiSACWIS ™ it (&
Eligibility 4
Child Mame:  Acgate, Alice (20955) DOB: 03£26:2006 hheCl 1D Eligjitailit+ 1D 9221355
Case Mame: Adgate, Annis (202721 SN 321-24-3513 Title I'Y'-E Remaoval Date: IDSID1 f2009

Removal Information

Removal from Home Information

Age at Removal: 3 Turning 19 an; 03/26/2025 Anticipated Gradustion Dsate;
Femoval from Home weas:
% Court Ordered Petition/TPC Request Date: M Search Court Order Diate: M Search
 wpa Signature Date: IDDJ’UDJ’DDDD P& Removal Date: IDUJ'DDJ’UDUD
Days of wPA; “Pa, To: [Fomoneaa
Child Removed from home of: ™ Mather © Father © Bath © Other Diste Last Lived with Relative: Im
Mame: |Agate, L (=] Relationship to Child: Pl bt
Mame: | Relationship to Child:

Remaval Type: Eligibility Morty [oovm0aa ™ Completed

AFDC Household Information [

Actions
Deprivation

Text

I'"-E Referral Form - CFS-2123T

@ Done é @ Trusked sites

Cptions:

Sl |

Eligibility Page > Basic Tab

Step 2 of 2

e Select Options > IV-E Referral Form — CFS-2123T and click Go. Complete the CFS-
2123T form and click Close and Return to eWiSACWIS.

e Click Close on the Eligibility page.

Note: By following the steps above, the system will automatically assign this case
and send an e-mail to the Eligibility Unit.
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Ending an Out of Home Placement or Service in eWiSACWIS

A case will not be able to be closed unless the placement ending reason and date of the
last placement setting documented on the Out of Home Placement page has a
corresponding discharge reason selected for each child who has been in placement. This
rule applies to all situations except those placements ended for reason of Transfer to
Adoptions, where the child is subsequently transferred to the state special needs adoption
program. In these instances, the case can be closed even though the placement end
reason is not a discharge from all placements.

Below is a listing of the placement Ending Reasons used on the Service Ending page and
how they filter by placement Ending Purpose.

Placement Ending Reasons and Structure Key

Administrative Change w/in Placement Episode- refers to legal, fiscal or
administrative transactions; generally these values are either system-driven or used for
Adoption Assistance or Kinship Care cases.

Adoption Assistance

Adoption by Foster Family

Adoption by Non-Relative

Adoption by Relative

Child No Longer Living with Relative

Child Receiving SSI

Death of Adoptive Parent(s)

Duplicate Provider Clean-up

Fiscal Cleanup

Lost Contact with Provider

Out of Home & Parent Not Supporting
Parent Incarcerated

Placement Made in Error

Prvd Not Able to be Licensed/Certified
Verification of Support Requested

Agency Transfer within Placement Episode- refers to placements where the child
remains in care by the responsible agency changes, i.e. transfer from county to county or
from county to adoptions.

Transfer to Adoptions - Eastern Region
Transfer to Adoptions - Milwaukee
Transfer to Adoptions - Southern Region
Transfer to Adoptions - Western Region
Transfer to County (County list)
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Placement Change within Placement Episode- refers to placement changes from one
provider to another while the child remains in the same placement episode.

Adoption Disruption

Agency Requested Change

Child Committed to Other State Inst.
Child in Correctional Fac. w/Aftercare
Child Placed in Detention

Child Requested Change

Missing From OHC - Not Closing Case
Parent/Relative/Guardian Requested Change
Provider No Longer Licensed

Provider Requested Change

Trial Reunification

Discharge from Placement Episode- refers to placements that end with no subsequent
placement by the agency or the court. In these instances the child is exiting placement to
a permanent outcome and the agency is no longer responsible for the child's physical
custody; the child may remain under court supervision, but is no longer in placement. A
subsequent placement is counted as a re-entry to out of home care.

Child in Correctional Fac. NO Aftercare
Custody Transfer to Licensed Priv Agency
Death of Child

Entered Military Service

Independent Living

Marriage

Missing From OHC - Closing Case
Over 18 and Graduated

Permanent Placement with Relative
Reunification w/Parent(s)/Primary Crtkr
Transfer of Guardianship Non-Relative
Transfer of Guardianship Relative
Turned 18

Turned 18 and not in School

Turned 18 Non Supp Prnt(s)

Turned 19

Placement Discharge and Discharge Date
The placement episode ends with the date the child exits placement.

The Ending Purpose is considered a discharge from the placement when the ending is a
permanent outcome, i.e. reunification with parent/relative or adoption.

The End Reason describes how the individual's placement came to be a discharge from
all placements.

Last Updated 12
June 2011



Common Documentation Tasks for All Settings
(Out of Home Placements and Services)

The Discharge Reason field further identifies (if necessary) how the ending of the
placement is considered an ending of all placements.

{= 0ut of Home Placement - Windows Internet Explorer

cWiSACWIS

T (2 Print (=

Spell

Help (‘?

r—Child
Child:  Akman, Sammie (9226767

Case Mame:  Alman, Simon (9220003)

Request Mumber:

| »

— Placement Information

Courty: I Milwaukes d I
Removed From Home: IDEID4J‘2011
IDE."D4."201'1

Placement Begin:

Placement End:

IDD."DIJ."DDDU
IDDJ’DUJ’DDDU

[~ Thiz iz an Adoptive Placement

WP Effective:

Removal Reasons

[~ Thiz iz a cPS Mon-Conforming Placemernt
™ Thig iz an Emergency Situstion
I after Hours Placement

I™ Child iz an American Indian child as defined by statute.

Service Category: IFos‘ter Care

=l

Service Type: |Fos13r Horme: (12-14 yrs)

[

Placement Setting:

Child's Level of Meed: 3
Prowider's Level of Care: 3

ITreatment Foster Home - Mon-Relstive ﬂ

Child Specific Costs: 50,00 per | |
Current Basic Costs: §4:35.00 per month
Supplemental Costs: $0.00

Exceptional Costs; F0.00

Administrative Costs: $0.00
Costs = Spending Limit:  $0.00

Current Monthly Payment: $455.00

-

Options: LI

Actions

Done Approval

Close

[V - | ®ms « g

Mon-Conforming Reasons
| Placemert Ending
Text

Text

’_ l_ ’_ ’_ ’_ l_ |® Internet | Protected Mode: OFf

Out of Home Placement Page > Service Tab

Step 1 of 2

e From the Service tab of the Out of Home Placement page select Options > Placement

Ending and click Go.
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@ Service Ending -- Webpage Dialog Ed
-
cWiSACWI a o/ e (2
r— Child
Child:  Altman, Sammie (92267ET) Cazer Altman, Simon (92200037
Provider: Prowider, Frankie (20170) Zervice Begin: 020452011

—Service Ending

End Date: ||:|4m S12011
Ending Purpose: IDischarge from Placement Epizode ;I
End Reason: IReunificatiDn i Parent( = Primary Crikr LI

Is the End of This Child Placement a Discharge from All

Placements ? & ves © no 7 s

Discharge Reason: |Reunificati0n sl Parent(=)Primary Crikr LI

™ cverride

|https:,l',l'appsa.dhfs.state.wi.us,l'ewcuuntytest,l'commun |@ Internet | Protected Mode: QFF ﬁ

Service Ending Page
Step 2 of 2

On the Service Ending page enter the correct End Date.

Select an Ending Purpose that accurately reflects why the placement ended (See
Ending Purpose Descriptions in the Key Placement Terms and Definitions section of
this manual).

Select an End Reason. Note that the list of values filters based on the Ending Purpose
that you chose initially. The End Reason that you choose will automatically record a
Yes to the question: “Is the End of This Child’s Placement a Discharge from All
Placements?”

If the Child’s Placement is a Discharge from All Placements, you must also record
the appropriate Discharge Reason.

To approve the Placement Ending and to send it to your supervisor for approval,
choose Options > Approval and click Go. On the Approval History page, select the
Approve radio button and click Continue.

Click Save and then Close on the Service Ending page.

Click Close on the Out of Home Placement page.
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